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You can modify the layout of standard CIR reports to meet your agency’s needs, for example: 

• Sort by a field value — Voucher Number, ALC, Agency Account ID 

• Change font size and color 

• Delete and add columns 

 

To make these kinds of changes, first make sure that your CIR user preferences are set properly.   

Then you make a copy of the standard report, save it to My Favorites, and modify it working in CIR’s Design Mode. 

 

Modifying Report Layout 

1. In the top toolbar, click 

Preferences. 

2. In the le. panel, click 

Web Intelligence. 

3. On the right, click the 

radio bu1on for HTML 

in the View sec2on 

and the Modify  

sec2on. 

4. In the bo1om right 

corner, click Save & 

Close. 

5. Highlight the name of the report you want to work with. 

6.  In the menu bar, click Organize. 

7. In the next menu, choose Copy. 
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11. Highlight the 2tle of the report. 

12. In the menu bar, click View, then Proper%es. 

8. In the le. naviga2on panel, click the 

My Documents drawer. 

9. Click My Favorites. 

10. Click Organize, then Paste. 

You see the report you copied into the My Favorites folder.  

You can now modify it. 

It’s good prac2ce to give this copy of the report a 2tle that is 

meaningful to you and your agency. 

13. Erase the standard report 2tle. 

14. Enter a new report 2tle. 

15. In the bo1om right corner, click Save & Close. 

You see the new report 2tle. 

16. Highlight the 2tle of the report. 

17. In the menu bar, click More Ac%ons, then  

Modify. 

The op2ons in le. naviga2on panel are 

organized into two drawers. 

• My Documents 

• Folders 
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The report opens for you to run it.  Make sure you are in Design mode. 

18. Run the report using the prompts as you normally would. 
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Because you are working in Design mode, you have 

access to many edi2ng and forma>ng op2ons. 

1. To sort the report by a field value such as Deposit Date, click the mouse in the first cell of the column you 

want to sort.  The column is now shaded. 

2. In the forma>ng menu, click the Analysis tab, then the Sort op2on. 

3. Click Remove all Sorts. 

The report refreshes and is sorted by the values in the 

le.-most column; in this report, this is Voucher Number. 
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The report refreshes sorted by the field you chose. 

Click the mouse in the column you want to sort to select it again. 

4. In the forma>ng menu, click the Analysis tab, then the Sort op2on. 

5. Click the sort order you need (Ascending). 

1. To add a column, first click the Available Objects icon on the le. side of the le. naviga2on panel. 

 

You see a list of all the elements that can be used in this report. 

3. Hold down the mouse and drag the element to the posi2on you want. 

2. Click the name of the 

element that you want 

to add to the report. 
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1. To delete a column in the report, click the 

mouse in the first cell of the column you want 

to delete.   

The column is now shaded. 

2. Right-click. 

3. In the pop-up menu, click Delete. 

The report refreshes without the column. 

1. To make a column wider, click the mouse in the first cell of the column you want to modify.  

The column is now shaded. 

2. Point the mouse on the right side of the column edge un2l you see the resizing icon. 

3. Drag the column edge to the width you want and release the mouse. 

4. Release the mouse. 

 

The column is added to the report. 
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1. To format fonts, colors, and shading, click the mouse in the first cell of the column 

you want to modify.   

The column is now shaded. 

2. In the forma>ng menu, click the Forma(ng tab. 

SAVE YOUR CHANGES !!!!!! 
 

1. In the upper le. corner, click the Save icon, then click Save. 

You can run this saved report on demand or schedule it, and it will use the 

forma>ng changes you saved. 

3. Modify the op2ons you want for font, size, color, shading, and so on. 

The report refreshes with the forma>ng op2ons you have chosen. 


